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CHAPTER I 
INTRODUCTION 
The role of the principal has taken on new perspective with the 
evolution of education in the elementary school. Emphasis is rapidly 
changing from teaching the group to instructing the individual; from 
memorization of facts to inquiry; from a spiritless climate to a zest 
for learning; from scheduled classes to appointments and independent 
learning; from the teacher as general practitioner to teacher as 
clinical specialist; from classrooms that are like kitchens to class-
rooms that are like libraries, living rooms; from teaching as telling 
to teaching as guiding; from a teaching schedule of 30 hours a week 
with children in class and fifteen hours for planning and correcting 
to fifteen hours a week with children in class and thirty hours for 
research, planning and development (13). 
Klausmeier predicts that the school in the future will develop 
and execute an effective system of individually guided education within 
each building (24). If his prediction becomes a reality, the elementary 
school principal must become more of an instructional leader of his 
school; he must be primarily responsible for the quality of instruction. 
No longer can a principal be burdened with clerical tasks. If he is 
to perform his duties adequately he will not only need assistance but 
relief from some of his responsibilities. Conant says: 
The question to _b~ ans~~red, is the principal forced to 
spend considerable fraction of his time doing routine tasks 
that could be done by either an assistant principal or 
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secretary? If he is, he cannot perform his role as an instructional 
leader (6:34). 
What then will be needed for a principal to become an instruc-
tional leader, the principal must be concerned about becoming as well 
informed as he can about the new substances of education. With proper 
understanding of the concept of an instructional leader, the principal 
must then have the time necessary to function in this role. Basically 
the needs are understanding and time. 
I. STATEMENT OF THE PROBLEM 
The purpose of this study is to evaluate the utilization of the 
parochial elementary school principal's time in the light of the 
changing school system. Through this time analysis, it is hoped that 
critical task areas which are possibly being neglected but, nevertheless, 
are fundamental to successful administration will be discovered. 
II. DEFINITIONS OF TERMS USED 
For purposes of this paper the following definitions will be 
used. 
Administration. All those techniques and procedures employed 
in operating the educational organization in accordance with established 
policies (12:13). 
Supervision. All efforts of designated school officials 
directed toward providing leadership to teachers and other educational 
workers in the improvement of instruction; involves the stimulation of 
professional growth and development of teachers, the selection and 
revision of educational objectives, materials of instruction, and 
methods of teaching, and the evaluation of instruction (22:539). 
Instructional Leadership. Consists in getting the staff to 
work harmoniously, willingly and zealously toward worthy goals that 
will provide more effective education and increasingly wider opportu-
nities for young people (34:18). 
Task. Defined as a segment of a job sufficiently distinct 
(possessing organismic wholeness) to be identified by a qualified 
observer, and its performance may be judged as being conducive to 
the overall successful performance of the job administration (14:201). 
Critical Tasks. Nonperformance will not be detrimental to 
the outcomes needed for successful educational administration. 
Grade-School Classifications. For purposes of comparisons, 
the grade schools included in this study have been divided into the 
following classifications: (1) "A" Grade School--a grade school with 
an enrollment of less than 200 students; (2) "AA" Grade School--a 
grade school with an enrollment of between 200 and 400 students; (3) 
"AAA" Grade School--a grade school with an enrollment of 400 or more 
students. 
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Matrix. The composite graph reflecting "in-line" data analysis. 
Sub-Level Analyses. Analyses of enrollment of A with AA, A with 
AAA, A with AA and AAA, and AA with AAA. 
Round Robin. The term "Round Robin" analyses is synonymous 
with Sub-Level Analyses. 
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Integrated analyses. This is a combined evaluation of the total 
picture of A with AA, A with AAA, and AA with AAA. 
Permutation. In this thesis it refers to the combination 
relationships of A with AA, A with AAA and AA with AAA. 
III. IMPORTANCE OF THE STUDY 
Several authors including Bradfield (6), Jacobson (21), and 
Kyte (26), are in agreement on the importance of instructional leader-
ship in our schools. The principals' major function whether he teaches 
regularly or not, is to provide instructional leadership. He is respon-
sible for providing a sound teaching - learning situation so that 
teachers can instruct to the best of their ability and children can 
have the best opportunity to learn (2:39). 
Studies have shown that the elementary school principals' time 
has not been properly distributed to facilitate being instructional 
leaders. J. K. Hemphill's study indicated that "lack of time" is the 
principals' most serious roadblock in doing what they would like to do . 
(16:217). 
Conant feels that the principals are forced to spend considerable 
amount of time doing non-critical tasks which could be done by a 
secretary (6:34). 
Fox (10), emphasizes the need for principals to analyze the use 
of their time. 
The role of the principals in the parochial schools is 
basically the same as that of the public schools. As far as the 
writer has been able to determine, a study of allotment of principals' 
time in the parochial elementary schools has never been done in the 
Archdiocese of Seattle; therefore it would seem necessary that an 
evaluation be made in order to ascertain if principals have time to 
function as instructional leaders. 
IV. LIMITATIONS OF THE STUDY 
This study is subject to the following limitations: 
1. The study will be limited to data acquired from principals 
of the parochial elementary schools in the Archdiocese of Seattle. 
2. All primary data and information will be taken from the 
compiled results of a questionnaire developed for the use of this 
study. 
V. PROCEDURES OF THE STUDY 
The two basic sources of information used in this study will be 
library references and a questionnaire. 
Sixty-nine parochial elementary schools in the Archdiocese of 
Seattle were sent questionnaires in November, 1969. A letter of 
explanation and a self-addressed, stamped envelope were included. The 
principals were asked to return their questionnaires within a three-
week period. 
VI. TREATMENT OF DATA 
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The literature will be analyzed by the writer to verify critical 
and non-critical tasks of administration. The questionnaires will be 
analyzed and an evaluation will be made of the principals' time 
distribution. 
The questionnaire will be analyzed in the following way: 
1. Totals will be treated on a mean basis to determine the 
central distributions of each of the questions involved in the study. 
2. Comparisons will be drawn between the typical practices 
and policies in the three classifications of schools: (a) those with 
total enrollment up to and including 200 students, (b) those with 
total enrollment between 200 and 400 students, and (c) those with 
total enrollment of 400 or more students. 
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3. Comparisons will be drawn between the typical time distri-
bution of Seattle elementary school principals and the ideal principals' 
time distribution established in the review of literature in Chapter II. 
With the high volume of data bits acquired from the 63 returned 
questionnaires, it was necessary that a systematic, data collation 
process be devised. To accomplish ease of data handling, a master 
matrix was structured wherein the three school classification isolation, 
all data were entered into the matrix with the identical framework of 
the questionnaire, The data analyses matrix dictated the format and 
sequence of data results and conclusions that are contained in the 
remainder of this thesis. 
In-Line Analyses and Review was the data treatment mode used by 
the author when evaluating single columns of data with classification 
A against AA, A with AAA, etc. Table XVIII illustrates the specific 
analytical method used throughout the study. 
CHAPTER II 
REVIEW OF LITERATURE 
I. AREAS OF CRITICAL TASKS OF 
EDUCATIONAL ADMINISTRATION 
Areas of critical tasks of educational administration will be 
treated under two main headings, instructional leadership and adminis-
trative duties. To understand the tasks of an instructional leader it 
is important that there be a clear understanding of the meaning of 
leadership. 
During the past three decades there has been a concerted 
attempt to study and determine what makes good leadership. The factors 
which have been found to be associated with leadership can be summarized 
under the following general headings: 
1. Capacity (intelligence, alertness, verbal facility, 
originality, judgment). 
2. Achievement (scholarship, knowledge, athletic 
accomplishments). 
3. Responsibility (dependability, initiative, persistence, 
aggressiveness, slef-confidence, desire to excel). 
4. Participation (activity, sociability, cooperation, 
adaptability, humor). 
5. Status (socio-economic position, popularity) ..• These 
findings are not surprising. It is primarily by virtue of 
participating in group activities and demonstrating his capacity 
for expediting the work of the group that .a person becomes 
endowed with leadership status. A number of investigators have 
been careful to distinguish between the leader and the figure 
head, and to point out that leadership is always associated 
with the attainment of group objectives .•• 
6. Situation (mental level, status, skills, needs and interests 
of followers, objectives to be achieved, etc.) ••• A person does not 
become a leader by virtue of the possession of some combination of 
traits, but the pattern of personal characteristics of the leader 
must bear some relevant relationship to the characteristics, 
7 
activities, and goals of the followers. Thus leadership must be 
conceived in terms of the interaction of variables which are in 
constant change and flux (21:89). 
If the principal is to function as an instructional leader he 
will have to possess as many of the human qualities as possible in 
order to help facilitate development of these same qualities in his 
teachers. 
It is important that the principal establish a climate of 
8 
trust and openness among his faculty. By creating this climate, a 
teacher will feel secure enough to make his unique contribution; having 
an opportunity to assume responsibility in program development. Thus, 
the principal will be fulfilling his role as a leader. Cronin 
summarizes by saying, "A principal, to provoke change, must subtly 
discredit the status quo without condemning past teaching, he must 
inspire the faculty to action. He must suggest higher plateaus of 
performance and allow for a flow of staff suggestions about how to get 
there." (7:279). 
From all the above comments it can be concluded that the type 
of leadership the elementary school principal displays will effect the 
entire school. 
What then is included in instructional leadership? As 
explained by Cronin, instructional leadership includes: 
1. Studying curriculum reports and materials 
2. Informing the school community of curriculum changes 
3. Requesting funds for the cost of innovations 
4. Modifying schedules 
5. Arranging time for teachers to do curriculum planning 
6. Working with other principals for articulation 
7. Planning evaluation 
8. Being alert to the difficulties involved in changing 
practices (7:29) 
Bradfield also expresses the idea that the principal's major 
task, whether or not he teaches regularly, is to provide instructional 
leadership. He is responsible for providing a sound teaching-learning 
situation so that teachers may instruct to the best of their ability 
and children may have the best opportunity to learn (2:39). In 
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Bradfield's opinion the term instructional leadership and supervision 
are very much interrelated. This is evident when he goes on to say, 
"This leadership, or supervision, includes the cooperative identifi-
cation of problems by the principal and staff, the planning of super-
visory activities on the basis of these problems, and the implementation 
of the planned activities for the improvement of the teaching-learning 
situation." (2:39) 
Stanavage describes the duties of an instructional leader in 
the following way: 
A. Improvement of instruction 
1. Observing teachers in action 
2. Conferring with teachers in depth 
3. Getting to know the strengths and weaknesses of 
teachers 
4. Building on their potencies and neutralizing their 
inadequacies 
5. Helping individual teacher meet child 
6. Provide all resources 
7. Give help 
8. Make the teacher and job paramount in school 
B. With Students 
1. Directly involved with needs of individual students 
as he daily observes them 
2. He will have the massed resources of school district 
and community 
3. Know the supportive forces available and will be able 
to mobilize them when a disruption in a student's 
life impends 
C. With Curricula 
1. Responsibility for developing of program--constant 
upgrading of knowledge 
2. Keep faculty alerted--In-Service 
3. Give much attention to developing and enhancing a 
multifaceted staff through consultation with staff 
and teachers 
4. Spokesman of group to public 
5. Communicator--interpret the community and its 
expectations to the staff and student body 
6. Guardian of school's philosophy 
7. Sustain morale of staff (32:3-17) 
From what has been said it seems apparent that one specific 
aspect of instructional leadership involved supervision. Kyte has 
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stated: "As the improvement of teaching is second only to the improve-
ment of learning, the supervisory function is the principal's most 
important responsibility. His duties under this head include super-
vision of classroom management, instructional procedures, individual 
pupil adjustment and individual teacher development. Therefore he must 
develop continuously in his professional knowledge of, skill in, and 
appreciation of the supervisory techniques at his command." (26:32) 
The duties which principals as supervisors have been found to 
perform are extensive. The list published by the Department of 
Elementary School Principals of the N.E.A. represents much of the 
modern thinking: 
Supervisory Activity 
1. By helping each teacher with her problems 
2. By interviewing, studying, and adjusting individual pupils 
3. By visiting classes to observe the teaching 
4. By interviewing and planning with parents 
5. By leading general discussions at teachers' meetings 
6. By providing teachers with extensive instructional 
materials 
7. By working with groups of teachers on problems of their 
own choosing 
8. By asking individual teachers to report at teachers' 
meetings 
9. By appointing committees of teachers to report at 
teachers' meetings 
10. By giving tests to classes 
11. By giving or arranging for demonstration lessons 
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12. By conducting and applying research studies of 
instruction and learning 
13. By asking supervisors to examine and to report on classes 
14. By teaching or coaching groups of pupils 
15. By giving lectures on instructional problems at teachers' 
meetings (20:94) 
As an instructional leader the principal has an obligation to 
seek and provide opportunities for his staff to grow professionally. 
For, as they make the growth they make a greater contribution to 
education. 
A satisfactory approach to personnel development is important, 
not only to the teachers but to the principal and the school. It is 
important to the teacher in terms of deriving satisfaction from his 
job, achieving a proper level of motivation and developing a sense of 
loyality and trust to the job, principal and school. It is important 
in terms of the principal because his success depends largely on the 
success of his staff. It is important in terms of the school because 
it will mean a more satisfying and adequate education for the children 
(10:110). 
In personnel administration the principal has the job of 
creating and maintaining a climate of respect, trust and confidence. 
Some ways to achieve this climate would be: (1) making the teacher 
feel he is a part of the group by listening to his suggestions, 
encourage initiative and give praise where it is due; (2) make the 
teacher feel his contribution is worth something and appreciated; (3) 
support the teachers, be loyal; (4) share responsibility of the school 
with the faculty (10:122). 
If the principal can "set the tone" in the beginning of the 
school year and continue to maintain this climate there will easily 
develop a capable and cooperative staff. 
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Pupil relations is another area of importance to the elementary 
school principal. The image of the principal should be one of a kind, 
caring individual rather than the "ogre" who maintains the discipline 
in the school. As an instructional leader the principal should be well 
informed about his students and should be capable of guiding them. 
The principal in collaboration with the teachers share the 
responsibility for evaluating the progress of students. Evaluation 
must not be subjective but must consist in an accurate appraisal of 
change from one measuring period to another (20:181). It is the duty 
of the principal to see that standardized tests which make possible 
comparison with established norms be administered. Understanding the 
significance of evaluation is sometimes neglected by the teachers. A 
principal, as an instructional leader, should be well informed on the 
use of various instruments for pupil evaluation and should be consci-
entious in seeing that all members of the faculty have similar knowledge. 
To accomplish this, time is essential. 
Besides the direct instructional duties pertaining to curriculum, 
staff and students, the principal is responsible for the utilization of 
the school plant. Managing the school plant would include the respon-
sibility to direct and supervise the work of the custodians to the end 
that the educational program may not suffer because of unsatisfactory 
care of building and ground. 
Management of the school plant should not exceed in importance, 
however, it is one of the critical tasks conferred on the principal. 
The reason for this is explained by Jacobson, Reavis and Logsdon: 
The role of the classroom teacher will always transcend 
that of the physical plant in education, yet the plant is a 
factor of tremendous importance in education. As a learning 
environment, the school plant may serve either as a stimulating 
influence on children or as a depressing influence (20:436). 
In addition to supervising custodians, the principal must see 
that the school plant provides adequate educational service. The 
building must not be allowed to endanger the health and safety of 
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children because of fire or accident hazard. It is essential that the 
principal learn how to utilize what facilities he already has. 
The last area to be investigated as critical is that of public 
relations. The important part the principal plays in the public 
relations program is pointed out by a number of writers in the field 
of school administration. Edmonson, Roemer, and Bacon have listed, as 
one of the "Fifteen Principles of School Administration," a principle 
dealing with the promotion of desirable public relations: "The 
principal and his staff should keep the superintendent, the board of 
education, and the general public informed of the policies, programs 
and achievements of the school." (8:75) 
Douglas E. Lawson mentioned "educational · interpretation, public 
contacts, and publicity" as the first on his list of the chief functions 
of the principal (27:42). 
In a list of tasks for which the principal is responsible, 
Edmonson, Roemer and Bacon included the planning of public relations 
activities and cooperation with and participation in civic organi-
zations. They go on to say: 
One of the chief duties of the principal is to serve as 
the school's agent before the public, enlightening and advising 
the people with respect to the school's undertakings, achievements, 
and needs. The position of the principal is strategic. He is 
the middle vantage point between the school on one side and the 
outside world on the other. He represents one of the institutions 
which is of most immediate interest to the public (8:87). 
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The specific responsibilities of the principal in the public 
relations program are identified by Kindred who feels that leadership 
and direction of the program in the individual school is the responsi-
bility of the principal. Kindred lists eleven ways in which the 
principal carries out his public relations responsibilities. They are 
as follows: 
1. Developing with his staff a program that fits into the 
frame of the general policy. 
2. Adapting the program to the needs and conditions of the 
people served by his school. 
3. Establishing a plan of organization and assigning 
responsibilities to personnel. 
4. Directing the in-service training of staff members. 
5. Engaging in the activities assigned to him in the program. 
6. Administering directives from the superintendent and his 
associates. 
7. Locating trouble spots and furnishing essential information 
to the superintendent. 
8. Conducting a continuing survey of community attitudes, 
needs, and opinions. 
9. Encouraging responsible individuals and groups to make 
use of the plant and its facilities. 
10. Taking initiative and cooperating in projects for the 
improvement of community living. 
11. Carrying out recommended procedures for estimating the 
worth of the program (23:408-09). 
As far as the percentage of time the principal should spend is 
concerned, Kyte has recommended that the principal allot 10 per cent 
of his time to public relations. Jacobs, Reavis and Logsdon recommended 
an allowance of 11 per cent of the principal's time for community 
relations. 
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To this point the study has defined the areas of critical tasks 
of educational administration. By summarizing the writings of various 
authors the writer of this paper has stated the major areas of impor-
tance as: the principal as an instructional leader in supervision, 
curriculum improvement, personnel administration, business and plant 
management and public relations. 
II. AREAS OF NON-CRITICAL TASKS 
The next area of investigation, and one of less importance but 
which, unfortunately takes a good part of the principal's time is the 
area of clerical work. Too many principals are bogged down with a 
multitudinous amount of typing, keeping books, addressing envelopes, 
arranging appointments, answering phones, and other menial tasks. 
In a study made by the Committee which produced the Thirty-
Eighth Yearbook for the Department of Elementary School Principals of 
the National Education Association, it was found that the functions of 
elementary school ·principals have not changed much in thirty years but 
where improvement has occurred it is in the direction of providing more 
time for supervision. 
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TABLE I 
Time Allotments for Elementary Principals (9:98) 
FUNCTION 1928 1948 1958 
1 2 3 4 
Administration 30% 29% 30% 
Supervision 34 39 35 
Clerical Work 18 15 14 
Teaching 4 2 3 
Other Functions 14 15 18 
Total 100% 100% 100% 
Another study (illustrated in Table II) reported by the N.E.A. 
in the same publication indicates how elementary principals would prefer 
to spend their time. 
TABLE II 
Time Allotments for Elementary Principals (9:98) 
FUNCTION 
Administration 
Organization and 
management of school 
Supervision 
Working with teaching staff 
Working with pupils 
Program development 
Clerical Work 
Teaching 
Other Functions 
Community work 
Public relations 
Working with community groups 
Working with parents 
Total 
Actual Time 
30% 
35 
14 
3 
18 
100% 
1958 
Preferred Time 
25% 
49 
4 
2 
20 
100% 
Many authorities seem to think that elementary school principals 
should spend: 
37 per cent of their time on supervision, 17 per cent on pupil 
personnel, 11 per cent on community relations, 24 per cent on 
administration, 3.5 per cent on clerical work, 4 per cent on 
miscellaneous and 2.6 per cent in teaching (10:62). 
The recent trend is toward the employment of more secretarial 
and clerical help for principals. Recent figures indicate 40 per cent 
of elementary school principals have at least one secretary. However, 
this is far from adequate if the principal of today is to be an 
instructional leader. With adequate clerical assistance the principal 
is able to divert his efforts from routine clerical activities to more 
important administrative duties. 
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J. K. Hemphill's study indicated that "lack of time" is the 
principal's most serious roadblock in achieving what they would like to 
achieve (16:217-30). 
III. TIME ALLOTMENT FOR CRITICAL TASKS 
In order to function more effectively in a school, the principal 
will have to re-evaluate the critical and non-critical tasks of ad.min-
istration. It will be necessary for him to make some decisions as to 
what his role as an instructional leader should be, and to eliminate 
much of the trivia which any secretary can handle? 
Some of the authors in the field believe that much of the 
clerical work done by principals is influenced by the feeling of the 
central·administration concerning the status of the principal. 
W. C. Reavis states this as follows: 
If the central office wants the principal to be the intellectual 
and professional leader of his school, responsibilities will be 
accorded to the principal commensurate with the influence the 
central office desires him to wield. If, on the contrary, the 
principal is conceived by the central office as a "super" clerk, 
he will be weighted with routine responsibilities, deprived of 
clerical assistance and regarded only as the titular head of 
the local school (30:366). 
From what has been cited in the above paragraphs the fact 
remains that principals in the past and many even at the present time 
are still engaged in too much clerical work at the expense of super-
vision and public relations. 
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CHAPTER III 
ANALYSIS OF DATA 
The schools which returned completed questionnaires were 
divided into three enrollment classifications to facilitate comparisons 
of the differences and the similarities among the schools' practices 
and policies. The number and percent of returns are shown in Table III. 
TABLE III 
NUMBER AND PERCENT OF QUESTIONNAIRES RETURNED 
Classification No. of Questions No. of Questions Percent 
of Schools Sent Returned Returned 
A 10 8 80 
AA 40 36 90 
AAA 19 18 95 
Totals 69 62 90 
Eight out of the 10 principals of the A schools returned 
questionnaires. In the AA schools 36 of the 40 principals cooperated 
in the study, and all but l of the principals of the AAA schools 
returned questionnaires. 
The questionnaire was analyzed by the writer by means of an 
In-Line Analysis. The following pages will give a tletai·led review of 
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this analyses. Each major category will be evaluated separately in 
order to facilitate with ease the data collected by the writer. 
I. SCHOOL ORGANIZATION 
20 
Table IV indicates the number of full time and part time 
teachers in the Archdiocese of Seattle. The range of full time teachers 
in the A schools extend from 4 in the smaller schools to 8 in the 
larger schools. In the AA schools the range is from 6 to 13. The AAA 
schools with larger enrollments range from 13 to 24 full time teachers. 
Part time teachers in the A schools range from none in 2 of the 
8 schools to 6 in one of the schools. In the AA schools the range of 
part time teachers extends from none in 11 of the 39 schools to 8 in 
one of the schools. In the AAA schools, there is a range of no part 
time teachers in 7 of the 18 schools to 3 in 2 of the schools. 
The average number of full time teachers in the A schools is 
6.9; in the AA schools the average number is 7.9 and in the AA schools 
the average number of full time teachers is 15.4. 
The average number of part time teachers in the A schools is 
1.7. In the AA schools the average number is 1.5 and in the AAA schools 
the average number of part time teachers is 1. 
The study also shows the average number of full time teachers 
in all the schools in the Archdiocese as 10 and part time teachers in 
the Archdiocese as 1.4. Table IV illustrates this. 
TABLE IV 
NUMBER OF FULL TIME AND PART TIME TEACHERS 
IN THE ARCHDIOCESE OF SEATTLE 
Classification of Schools 
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A AA AAA All Schools 
FULL TIME TEACHERS: 
Fewest per school 
Highest per school 
Average number per school 
PART TIME TEACHERS: 
Fewest per school 
Highest per school 
Average number per school 
4.0 
8.0 
6.9 
0.0 
6.0 
1.7 
6.0 
13.0 
7.9 
0.0 
8.0 
1.5 
13.0 
24.0 
15.4 
0.0 
3.0 
1.0 
10.0 
1.4 
The questions pertaining to other personnel in the schools revealed 
that there is a definite dearth of personnel other than the regular 
classroom teacher in the schools. The A schools range from one to 8 
full time personnel and none to 12 part time. As Table Vindicates, 
none of the A schools have either full time or part time psychological 
personnel. A weakness also is evident in the areas of guidance 
personnel, nurses, librarians, teacher aides and art specialists. Of 
the A schools, there are 5 who help on a full time voluntary basis and 
13 on a part time voluntary basis. 
The lack of personnel, other than the regular classroom 
teachers is even more pronounced in the AA schools. In this classifi-
cation none of the 36 schools responding to the questionnaire have full 
time pscyhological help and 4 have part time. There are no guidance 
personnel in the AA schools working full time and one who works part 
time in a school. Five of the 36 AA schools have full time librarians 
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while 28 have part time help in the library. There are 2 schools with 
full time nurses, 10 with part time nurses and 24 schools with no nurse. 
Of the 36 AA schools, 2 have full time teacher aides and 10 have 
part time aides. 
Five of the 36 AA schools have full time music specialists and 
8 have part time. There are no AA schools with full time art specialists; 
one school has 10 part time, 4 schools have one part time person who 
assists with the art. 
Librarian 
Nurse 
Teacher Aides 
P.E. Instructor 
Music Specialist 
Art Specialist 
Volunteer Help 
Guidance Personnel 
TABLE V 
NUMBER OF FULL-TIME AND PART-TIME 
PERSONNEL 
Classification of Schools 
According to Enrollment 
A AA 
Full Part Full Part Full 
Time Time Time Time Time 
2 3 5 28 4 
1 8 2 10 2 
2 8 6 22 0 
2 2 1 32 2 
5 3 5 8 3 
1 2 0 14 2 
5 13 5 190 30 
1 1 0 1 
Psychological Personnel 0 0 0 4 0 
Other 0 1 3 14 5 
Custodians 8 12 28 18 17 
AAA 
Part 
Time 
43 
9 
30 
5 
8 
3 
159 
1 
2 
4 
16 
Volunteer help in the AA schools is limited to 18 of the 36 
schools. Three of the AA schools employ from 25 to 35 volunteer 
helpers, while 18 AA schools do not involve non-professional help (see 
Tables VI and VII). 
A similar situation is evident in the AAA schools. The study 
shows a definite lack of personnel other than the regular classroom 
teachers in most of the schools. Of the 18 AAA schools there are 2 
schools with a full time librarian, 9 schools with a part time 
librarian and 7 schools with no librarian. Two of the 18 schools 
have a full time nurse, 9 have a part time nurse and 7 have no medical 
help. Teacher aides in the AAA schools are sparse. There are no full 
time aides and 5 schools have from 1 to 16 aides. Two of the 18 AAA 
schools have full time P.E. instructors, 4 schools have part time P.E. 
instructors and 12 of the AAA schools have no P.E. assistance. 
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There are 3 AAA schools employing full time music specialists, 
7 schools have part time help in music and 8 of the 18 AAA schools have 
no music specialist. 
One of the AAA schools has a full time art specialist, while 3 
have part time art help. There are no art specialists in 14 of the 
AAA schools. 
Two of the AAA schools have full time volunteer help, 14 have 
part time and 2 have no volunteer help. 
Guidance personnel is an area of weakness. There are no full 
time guidance personnel in the AAA schools and only one school has a 
part time counselor. In the area of psychological personnel, 2 schools 
have part time psychologists on their staff while 16 schools have no 
psychological personnel. 
FULL TIME 
PERSONNEL 
Librarian 
Nurse 
Teacher 
Aides 
P.E. 
Instructor 
Music 
Specialist 
Art 
Specialist 
Volunteer 
Help 
Guidance 
Personnel 
Psycholog. 
Personnel 
TABLE VI 
NUMBER OF FULL TIME PERSONNEL 
IN THE SCHOOLS 
Classification of Schools Accordin 
A AA 
No. of No. of No. of No. of 
Person. Schools Person. Schools 
1 2 1 5 
0 6 0 31 
1 1 1 2 
0 7 0 34 
2 1 1 1 
0 7 5 1 
0 34 
2 1 1 1 
0 7 0 35 
2 2 1 5 
1 1 0 31 
0 5 
1 1 0 36 
0 7 
5 1 5 1 
0 7 0 35 
1 1 0 36 
0 7 
0 8 0 36 
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to Enrollment 
AAA 
No. of No. of 
Person. Schools 
1 2 
0 16 
1 2 
0 16 
0 18 
1 2 
0 16 
1 3 
0 15 
2 1 
0 7 
25 1 
5 1 
0 16 
0 18 
0 18 
PART TIME 
PERSONNEL 
Librarian 
Nurse 
Teacher 
Aides 
P.E. 
Instructor 
Music 
Specialist 
Art 
Specialist 
Volunteer 
Help 
Guidance 
Personnel 
Psycholog. 
Personnel 
TABLE VII 
NUMBER OF PART TIME PERSONNEL 
IN THE SCHOOLS 
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Classification of Schools Accordin~ to Enrollment 
A AA AAA 
No. of No. of No. of No. of No. of No. of 
Person. Schools Person. Schools Person. Schools 
1 3 4 1 1 9 
0 5 2 3 0 9 
1 18 
0 14 
6 1 1 16 1 9 
1 2 0 26 0 9 
0 5 
6 1 
2 3 4 1 16 1 
3 1 2 3 7 1 
1 1 1 5 5 1 
0 3 0 25 1 2 
0 13 
1 2 5 1 2 1 
0 6 4 2 1 3 
3 1 0 14 
2 4 
1 8 
1 3 1 8 1 6 
0 5 0 28 2 1 
0 11 
1 2 10 1 1 3 
0 6 1 4 0 15 
0 ,31 
6 1 25-35 3 20-35 5 
4 1 10-15 6 10-15 3 
2 1 5 2 4 2 
1 1 3 1 3 2 
0 4 2 1 2 1 
1 4 1 1 
0 18 0 4 
1 1 1 1 1 1 
0 7 0 35 0 17 
0 8 1 2 1 2 
2 1 0 16 
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II. PROFESSIONAL PREPARATION 
Data compiled concerning the principals' professional prep-
aration indicate that 6 of the 8 principals from the A schools, 24 
of the 36 principals from the AA schools and 13 of the 18 principals 
of the AAA schools have already earned a masters degree. 
Data concerning the principals' teaching experience are 
presented in Table VIII. The number of years of teaching experience 
the principals had before being selected as principal ranged from 4 
years for some principals of AA and A schools to 35 years for one 
principal in the AA schools. 
Classification 
of 
Principals' 
School 
A 
AA 
AAA 
Average of 
TABLE VIII 
NUMBER OF YEARS OF TEACHING EXPERIENCE 
OF SEATTLE'S PRINCIPALS 
Years of Teaching Experience 
Minimum Number 
4 
4 
6 
Maximum Number Average Number 
28 11.8 
35 14.6 
30 13.2 
All Principals 12.2 
Years as an administrator ranged from 1 to 25 years. The 
average number of years of all principals in the Archdiocese was 
approximately 5 years (see Table IX). 
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TABLE IX 
NUMBER OF YEARS AS AN ADMINISTRATOR 
Classification of Minimum Maximum Average 
Principals' School Number Number Number 
A 2 13 5.5 
AA 1 25 6.2 
AAA 1 21 6.0 
Average of 
All Principals 5.4 
The question referring to the principals' college courses had 
total response from principals in the A schools, 32 responded in the 
AA schools and 16 in the AAA schools. Table X illustrates the year 
principals last registered for a college course. The greatest number 
of principals are up to date in their professional advancement. 
TABLE X 
YEAR OF LAST COLLEGE COURSE TAKEN 
Classification 1965 1966 1967 1968 1969 1970 Other 
of Schools 
A 1 1 5 1 
AA 3 1 1 6 18 2 1 
AAA 1 1 11 2 1 
4 AA schools did not respond 
2 AAA schools did not res~nd 
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III. PRINCIPALS' ROLE 
As shown in Table XI there are 38 of the 62 returned responses 
which indicated that the principal was also a full time or part time 
teacher. 
TABLE XI 
PRINCIPALS' JOB DESCRIPTION 
C 1 assi 1.ca ion o 'f' t' f S h 1 A C 00 S ccor d' ing t E 0 nro 11 men 
A AA AAA 
t 
No. Average No. Average No. Average 
Teache!-Principal 6 75% 15 42.0% 2 11.0% 
Superior-Teacher-
Principal 0 0 7 19.4 0 0.0 
Superior-Principal 0 0 3 8.3 1 5.6 
Principal 2 25 10 27.8 15 83.3 
Table XII shows that 3 principals from the A schools and 10 
principals from the AA schools were full time teachers. Three prin-
cipals from the A schools, 16 from the AA schools and 6 from the AAA 
schools were part time teachers. 
Five of the principals in the A schools teach full time with no 
clerical assistance. One principal is a full time teacher with part 
time clerical assistance. Only one principal from the A schools is 
free from clerical duties and has no teaching responsibility (see 
Table XIV). 
In the AA schools the study shows a similar situation. Three 
of the 15 full time teaching principals have no clerical assistance 
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TABLE XII 
PRINCIPALS' TEACHING RESPONSIBILITIES 
Classification of Schools According to Enrollment 
A AA AAA 
Regular Classroom 
Teaching: 
full time 3 10 0 
part time 3 16 6 
none 2 8 9 
Substitute Teaching 
full days 4 5 
half days 5 3 
while 6 have only part time help. Six of the 15 teaching principals 
have full time clerical assistance. Six principals from the AA schools 
have the triple role of superior, teacher and principal with part time 
clerical assistance. Ten principals from the AA schools are full time 
in their role. Table XIV shows that the 10 have full time clerical 
assistance, one of the 10 has full time and part clerical assistance. 
Four of the 10 princip?ls in this category have part time clerical help, 
while one has 3 part time help. 
Table XIV also illustrates the number of principals in the AAA 
schools with part time and full time clerical assistance. There are 2 
principals who teach full time. One of the 2 has full time clerical 
assistance while the other has part time help. One principal in this 
classification is the superior of her religious community and has full 
time clerical assistance. Fifteen of the 18 schools have full time 
principals. Thirteen of these principals have full time clerical 
assistance while one has no assistance with clerical tasks. 
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Table XIII illustrates the total number of schools with clerical 
assistance either on a full time or part time basis. 
CLERICAL 
ASSISTANCE 
TABLE XIII 
NUMBER OF SCHOOL S HAVING FULL TIME OR 
PART TIME CLERICAL ASSISTANCE 
Classification of Schools According to Enrollment 
A AA AAA 
full part none full part none 
time time time time 
1 2 5 13 22 4 
full part none 
time time 
15 4 1 
TABLE XIV 
NUMBER AND PERCENTAGES OF PRINCIPALS EMPLOYING FULL 
TIME AND PART TIME CLERICAL HELP ACCORDING 
TO PRINCIPALS' JOB DESCRIPTION 
I' I ;:aC:Sl l:J. 
A 
Principals % of Full Part No 
Job Prin- Time Time Help 
Description cipals Cleric. Cleric. 
Help Help 
6 0 1 
PT 75% 0% 16.6% 
SPT 0 - -
SP 0 - -
2 1 1 
p 25% 50% 50% 
Other - -
8 
Total 100% 
PT--Principal-Teacher 
SPT--Superior-Principal-Teacher 
SP--Superior-Principal 
P--Principal 
-
5 
83.3% 
-
-
0 
0% 
-
~ar,/"'\n OI \.,,:r,t"l--lc ft , ~,... Tf"'I .~n:r;n I lm<>nt 
AA 
% of Full Part No % of 
Prin- Time Time Help Prin-
cipals Cleric Cleric. cipals 
Help Help 
15 6 6 3 2 
41.7% 40.0% 40.0% 20% 11.1% 
7 1 6 0 0 
19.4i 14.3% 85. 7% % 
3 0 3 0 1 
8.3% 100.0% 5.6% 
10* 5 7 1 15* 
27.8% 50.0% 70.0% 10% 83.3% 
1 1 0 0 
2.8% 100.0% 
36 18 
100.0% 100.0% 
*--Principals who have more than one full time or part time clerical assistants 
AAA 
Full 
Time 
Cleric. 
Help 
1 
50.0% 
-
1 
100.0% 
13 
86. 7% 
Part 
Time 
Cleric. 
Help 
1 
50% 
-
0 
3 
20% 
No 
Help 
0 
0% 
-
0 
1 
6. 7! % 
w ,_. 
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IV. PRINCIPALS' NON-ADMINISTRATIVE RESPONSIBILITIES 
Table XV illustrates the principals' non-administrative respon-
sibilities, categorizing them according to full responsibility, shared 
responsibility and no responsibility. The study shows that four to 
eight principals maintain full responsibility for ordering supplies, 
typing correspondence, banking school funds, handling school drives, 
greeting visitors and delivering supplies. Four to eight principals 
in the A schools share responsibility for the daily attendance report, 
money counting, school drives, answering phones and school lunch 
supervision. 
In the AA schools principals share more responsibility with 
other members of the staff. The areas in which principals have no 
responsibility are in daily attendance reports, money counting, banking 
school funds and playground supervision. 
Table XV shows that principals in the AAA schools again seem 
to share more responsibility with other members of the staff. This is 
evident in the areas of typing correspondence, answering phones, 
greeting visitors, attendance check, delivering supplies, school lunch 
supervision and playground supervision. 
V. PRINCIPALS' ADMINISTRATIVE RESPONSIBILITIES 
Table XVI indicates the principals' administrative respon-
sibilities and specific activities according to full responsibility, 
shared responsibility and no responsibility. In the A schools 4 to 
5 principals have full responsibility for supervising teachers, pupil 
registration, teacher conferences, classroom visitations and faculty 
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meetings. Four to 8 principals in the A schools share responsibility 
for selecting teachers, supervising custodians, pupil discipline, 
pupil dismissal, school budget, in-service training, public relations, 
parent conferences, school safety, teacher conferences, student body 
organizations and curriculum planning. Four to 7 principals in the A 
schools have no responsibility for selecting custodians, dismissing 
custodians and the hot lunch program. 
In the AA schools 18 to 32 principals have full responsibility 
for supervising teachers, supervising clerical workers, pupil 
registration, teacher conferences, classroom visitations and faculty 
meetings. Eighteen to 30 principals in the AA schools share respon-
sibility for selecting teachers, supervising custodians, pupil 
registration, pupil discipline, pupil dismissal, school budget, 
public relations, parent conferences, school safety, student body 
organizations and curriculum planning. Principals in 18 to 26 of the 
AA schools assume no responsibility for selecting custodians, dismissing 
custodians and the hot lunch program. 
In the AAA schools 9 to 18 principals assume full responsibility 
for selecting teachers, supervising teachers, teacher transfer, super-
vising clerical work, pupil discipline, in-service training, public 
relations, teacher conferences, classroom visitations, and faculty 
meetings. Nine to 12 principals in the AAA schools share responsibility 
for pupil registration, pupil dismissal, school budget, parent con-
ferences, school safety, P.T.A. meetings and curriculum planning. Nine 
to 12 principals in the AAA schools assume no responsibility for select-
ing custodians, dismissing custodians, transportation and the hot lunch 
program. 
c. 
TABLE XV 
PRINCIPALS' NON-ADMINISTRATIVE RESPONSIBILITIES 
Specific Activities 
1. Ordering Supplies 
2. Typing Correspondence 
3. Daily Attendance Report 
4. Money Counting 
5. Bankinq School Funds 
6. School Drives 
7. Answering Phones 
8. Greetinq Visitors 
9. Attendance Check 
10. Deliverinq Suoolies 
11. School Lunch Supervision 
12. Playground Supervision 
13. Other 
F--Full Responsibility 
s--Shared Responsibility 
N--No Responsibility 
F 
5 
4 
2 
1 
4 
4 
2 
7 
4 
Classification of Schools 
According to Enrollment 
A AA AAA 
s N F s N F s 
2 1 19 14 1 8 8 
3 1 7 21 6 4 12 
6 4 13 17 1 7 
5 2 5 12 18 1 6 
4 5 11 19 3 5 
4 12 18 5 5 5 
5 1 4 25 6 1 9 
1 13 21 1 5 12 
9 18 8 12 
2 1 9 17 9 1 12 
6 2 2 20 12 1 13 
3 2 17 17 1 9 
1 5 
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N 
2 
2 
9 
10 
10 
8 
8 
1 
6 
5 
4 
8 
A. 
B. 
TABLE XVI 
PRINCIPALS' ADMINISTRATIVE RESPONSIBILITIES 
Hiring & Supervision 
1. Selecting Teachers 
2. Supervising Teachers 
3. Teacher Transfer 
4. Selecting Custodians 
5. Supervising Custodians 
6. Dismissing Custodians 
7. Selecting Clerical Workers 
8. Supervising Clerical Workers 
9. Dismissing 
Specific Activities 
1. Pupil Registration 
2. Pupil Discipline 
3. Pupil Dismissal 
4. School Budget 
5. In-Service Training 
6. Public Relations 
7. Parent Conferences 
8. School Safety 
9. Transportation 
10. Teacher Conferences 
11. Classroom Visitations 
12. Hot Lunch Program 
13. Student Body Organizations 
14. P.T.A. Meetings 
15. Faculty Meetings 
16. Curriculum Planning 
17. Other 
F--Full Responsibility 
s--Shared Responsibility 
N--No Responsibility 
F 
1 
4 
1 
1 
1 
2 
1 
5 
1 
1 
1 
2 
1 
1 
1 
4 
5 
1 
5 
Classification of Schools 
According to Enrollment 
A AA AAA 
s N F s N F s 
5 2 11 25 11 6 
3 32 3 18 
3 3 10 10 9 11 5 
7 2 7 25 2 4 
4 3 4 18 12 4 7 
2 5 1 7 26 1 5 
3 2 13 11 10 7 5 
2 2 22 6 5 10 6 
2 3 10 11 11 6 3 
3 18 18 7 9 
7 11 25 10 8 
7 15 21 6 12 
6 1 6 20 8 3 12 
7 1 12 16 4 13 5 
6 14 21 9 8 
7 9 26 1 7 10 
7 5 30 1 4 12 
3 2 2 13 17 2 6 
4 23 12 12 3 
2 1 30 3 18 
1 5 2 5 22 1 4 
5 1 3 20 8 3 8 
3 3 8 16 9 4 12 
3 23 13 10 8 
8 6 23 1 7 10 
3 
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N 
1 
1 
12 
7 
10 
5 
2 
9 
2 
3 
2 
10 
11 
7 
2 
10 
9 
8 
7 
6 
5 
4 
3 
2 
l 
0 
10 
9 
8 
7 
6 
5 
4 
3 
2 
l 
0 
12 
11 
10 
9 
8 
7 
6 
5 
4 
3 
2 
l 
0 
' 
I 
I 
I 
I 
~ 
• 
• 
' 
,, 
I 
I 
I 
I 
I 
I 
I 
I 
I 
TABLE XVII 
TIME SPENT AS PRINCIPAL 
CLASSIFICATION A 
. !=.!. 
:i;..1. 
. ~ 
N=l -
w 
CLASSIFICATION AA ~ 
N=4 -ti;l-8 
N=3 -
~ 
CLASSIFICATION AAA 
N=3 .-. 
N=3 
·---
~ 
N=l -
~ 
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N = 8 (No. of Schools) 
X= 7.5 
R= 2 - 10 hours 
N = 33 (No. of Schools) 
-
X = 8.1 
R= 5 - 10 hours 
N=l 
~ 
N = 18 (No. of 
Schools) 
-
X = 9.7 
R = 6 - 12 
hours 
TABLE XVIII 
THE MINIMUM AND MAXIMUM PER CENT OF TIME SPENT BY PRINCIPALS 
IN THE AREAS OF SUPERVISION, ADMINISTRATION, CLERICAL 
WORK, TEACHING, PUBLIC RELATIONS AND 
INTERVIEWING SALESMEN 
Responsibili t::t Area Classification of Schools 
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A AA AAA All Schools 
SUPERVISION: 
In the Classroom 
Minimum per cent of time spent 0 0 2 
Maximum per cent of time spent 6 30 40 
Average per cent of time spent 1. 9 6.7 13.6 6.5 
Individual Meetings 
Minimum per cent of time spent 3 3 5 
Maximum per cent of time spent 20 30 30 
Average per cent of time spent 5.5 9.3 16 .• 7 8.9 
Grou;e Meetings 
Minimum per cent of time spent 3 1 6 
Maximum per cent of time spent 25 30 30 
Average per cent of time spent 6.4 8.5 8.9 6.5 
ADMINISTRATION: 
Minimum per cent of time spent 5 4 2 
Maximum per cent of time spent 50 80 50 
Average per cent of time spent 26.2 30.9 26.6 22.5 
CLERICAL WORK: 
Minimum per cent of time spent 0 1 1 
Maximum per cent of time spent 60 50 20 
Average per cent of time spent 19 11.4 10.9 9.5 
TEACHING: 
Minimum per cent of time spent 0 0 0 
Maximum per cent of time spent 100 100 25 
Average per cent of time spent 45.3 34.2 8.8 23.9 
PUBLIC RELATIONS: 
Minimum per cent of time spent 2 1 3 
Maximum per cent of time spent 20 100 25 
Average per cent of time spent 9 12.4 10.9 8.7 
INTERVIEWING SALESMEN: 
Minimum per cent of time spent 0 0 0 
Maximum per cent of time spent 5 8 5 
Average per cent of time spent 1.4 2 1. 9 1.3 
PERCENT OF TIME SPENT ON CLERICAL WORK 
l 5 l_O 15 20 25 30 35 40 
C 
4 ~ -
~ "· I \ 
2 I I\ I 
l/ V V . -
--
Ul 
rz:i 
C: -
A I\ . 1, . ., I , ~~ - -
~ 
E-1 z 
rz:i 
~ 
µl 
~ 111 
~ 
-M / \I ~ -l - . . 
>< u z 
~ a 
--~ Ii< 
:::, 
.,, 
-., ,:l! 
... - -
1 ---------
0 -
.. - - - - -
* Some principals did not respond to this question 
45 5() 
-
- -
55 
-
60 
w 
(X) 
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VI. PRINCIPALS' TIME DISTRIBUTION 
The study shows that principals spend from 2 to 10 hours on the 
job in the A schools. The average number of hours per day principals 
spend in the A schools is 7.5. 
In the AA schools principals spend from 5 to 10 hours performing 
their duties with an average of 8.1 hours per day. 
Principals in the AAA schools spend from 6 to 12 hours on the 
job with an average of 9.7 hours per day, as indicated in Table XVII. 
Table XVIII indicates the minimum and maximum per cent of time 
spent by principals in the areas of supervision, administration, 
clerical work, teaching, public relations and interviewing salesmen. 
As a result of this study it was found that a large amount of 
time is spent in teaching and performing clerical duties (Graph I 
illustrates the per cent of time each school principal spends in 
performing clerical work). 
CHAPTER IV 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
I. SUMMARY 
The purpose of the study was to evaluate the utilization of 
the parochial elementary school principals' time in the light of the 
changing school system. The literature was analyzed by the writer to 
verify critical and non-critical tasks of administration. 
A questionnaire was sent to the sixty-nine principals in the 
Archdiocese of Seattle. The information from the returned question-
naires was analyzed and an evaluation was made of the principals' 
time distribution. Table XIX gives a comparison of the Seattle Arch-
diocesan Principals' time distribution and the Ideal elementary school 
principals' time distribution. 
It is evident that insufficient amount of time is spent in 
the more critical areas of administration, especially in the areas 
of supervision and public relations. Principals in some schools seem 
to be too immersed in the fringes of administration; the causes seem 
to stern from a lack of utilization of volunteer help, clercial 
assistance and delegation of authority. 
II. CONCLUSIONS 
Through the analysis of the questionnaire the following 
conclusions were established: 
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1. There is a definite dearth of personnel other than the 
regular classroom teachers in the schools. 
2. The non-employment of secretaries in the schools -forces 
principals to consume much of their time with trivia which detracts 
from their critical tasks of administration. 
TABLE XIX 
A COMPARISON OF THE SEATTLE ARCHDIOCESAN 
PRINCIPALS' TIME DISTRIBUTION AND THE 
IDEAL ELEMENTARY SCHOOL PRINCIPALS' 
TIME DISTRIBUTION 
Responsibility Area Percentages of Working Hours 
Seattle Archdio- Ideal 
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cesan Principals Principals* 
Supervision 
Pupil Personnel 
Public Relations 
Administration 
Clerical 
Teaching 
Interviewing Salesmen 
Miscellaneous 
21.9% 37.0% 
** 17.0 
8.7 11.0 
22.5 24.0 
9.5 3.5 
23.9 2.6 
7.8 *** 
5.7 4.0 
* The time distribution of the Ideal principals is established 
from the review of literature in Chapter II of this study. 
** 
*** 
Pupil Personnel is included in Administration of the 
Archdiocesan Principals. 
Interviewing Salesmen is included in the Miscellaneous section 
of the Ideal principals' time distribution. 
3. Schools in the three classifications do not employ 
volunteer help either on a part time or full time basis. 
4. Too many principals are assuming full time or part time 
teaching responsibilities. Several of these same principals do not 
have full time secretarial assistance. 
5. Principals assume full responsibility for some tasks 
which should be shared by other members of the staff. 
42 
6. Principals assume full responsibility for some tasks 
which should be totally delegated to other members of the staff or to 
the secretary. 
7. In some schools principals have no responsibility for 
important tasks such as selecting teachers, teacher transfer, 
selecting and supervising clerical workers. 
III. RECOMMENDATIONS 
Principals of the future will be forced to assume more 
educational leadership. They will not act on the fringes of education; 
they will be critically important. 
If leadership in the improvement of instruction is to be 
provided in their buildings, principals must be free from the multiple 
duties which could be accomplished by other members of the staff or 
by a secretary. The following recommendations are suggested so that 
principals will have more time to provide leadership. 
1. A principal should develop a self evaluative tool which 
would identify his own strengths and weaknesses as an administrator. 
This self evaluation should be done at regular intervals throughout 
the school year; included should be a means of evaluating how he 
manages his time in performing the critical and non-critical admin-
istrative tasks. 
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2. Arrangements should be made, for principals who have no 
secretarial assistance, to employ a part time or full time secretary. 
In most instances dialogue with the pastor would be necessary. 
3. In schools with an enrollment of 400 or more, principals 
should request that a full time secretary be employed. 
4. With the employment of more secretarial assistance, 
principals should then be more free to spend time working with teaching 
teams, providing learning resources, updating themselves in all fields 
of knowledge concerned with intellectual ' inquiry and creativity. 
5. Principals should be relieved of their teaching respon-
sibilities so that all their time and efforts could be concentrated 
on developing their competencies as an instructional leader. 
6. Principals should be given more responsibility for 
selecting teachers and other school personnel. 
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Dear 
Holy FBlllily School 
505 - 17th St. S.E. 
Auburn, Washington 98002 
During the C011lin& months l will attempt tr, analyze the •rchdiocesap 
elementary school principals' time distribution. This is being done as 
part of my masters program at Central Washington State College. The main 
objectives in this study are to detemine how the principal allocates her 
time and whether she needs additional clerical, secretarial, or other help 
in order to free her for her more important duties as an instructional 
leader. 
A brief questionnaire has been developed as an aid to accomplishing 
these. objectives and with permission from Father Clark, is being seat to 
all the parochial elementary school principals. 
It is my sincere hope and plea that you will take time from your l>uay 
schedule to read and complete the enclosed questionnaire. Without your he~p 
this study will not be valid. Please feel free to include additional ccm:nents 
that seem to be pertinent to the study. 
Enclosed is a self-addressed, stamped envelope for your convenience in 
returning the questionnaire. · May I please have them returned no later than 
February 13th? Let me take this opportunity to express my appreciation for 
your assistance in this study. 
Sincerely, 
~~~ 
Sister Ann Pizelo, SNJM 
A QUESTIONNAIRE 
AN ANALYSIS OF THE ELEMENTARY SCHOOL PRINCIPAL'S TIME 
IN THE ARCHDIOCESE OF SEATTLE 
DIRECTIONS: PLEASE ANSWER THE QUESTIONNAIRE ON THE BASIS OF ACTUAL 
PRACTICE IN YOUR SCHOOL. ALL ALTERNATE RESPONSE QUESTIONS 
MAY BE ANSWERED BY A CHECK ( ) IN THE APPROPRIATE BLANK. 
I. SCHOOL ORGANIZATION 
A. What is your student enrollment? ------
B. Number of classroom teachers who teach 
C. Other Personnel 
1. Librarian (other than classroom teacher) 
2. Nurse 
3. Teacher Aides 
4. P.E. Instructor 
Full Time Part Time 
Full Time Part Time 
5. Music Specialist (other than classroom teacher) ____ _ 
6. Art Specialist (other than classroom teacher) 
7. Volunteer Help 
8. Guidance Personnel 
9. Psychological Personnel 
10. Other (indicate) 
11. Custodians 
II. PROFESSIONAL PREPARATION 
A. Academic Degree(s) held: 
1. Bachelor's Degree ( 
2. Master's Degree ( 
3. Higher Degree ( 
specify 
B. Years of teaching experience prior to position as principal ___ years 
C. Years of administrative experience as principal __ _,..years 
D. Major undergraduate field of preparation _________________ _ 
E. Year of last college or university course taken as principal 19 ----
III. PRINCIPAL'S ROLE 
A. Principal's Job Description Check ( )appropriate blank 
1. Teacher-Principal ( ) 
2. Superior-Teacher-Principal ( ) 
3. Superior-Principal ( ) 
4. Principal ( ) 
5. Other (indicate) ( ) 
B. Principal's Clerical or Secretarial Help 
1. Full Time 
2. Part Time 
3. None 
c. Principal's Assistance 
1. Assistant Principal 
2. None 
3. Other (indicate) 
IV. PRINCIPALS'S NON-ADMINISTRATIVE RESPONSIBILITIES 
A. Regular Classroom Teaching B. Substitute Teaching 
1. Full Time 1. Full Days ( ) 
2. Part Time 2. Half Days ( ) 
3. None 
C. Specific Activities Full Shared No 
Responsibility Responsibility Responsibility 
1. Ordering Supplies ( ) ( ) ( ) 
2. Typing Correspondence ( ) ( ) ( ) 
3. Daily Attendance Reports ( ) ( ) ( ) 
4. Money Counting ( ) ( ) ( ) 
5. Banking School Funds ( ) ( ) ( ) 
6. School Drives such as 
March of Dimes, UGN 
7. Answering Phones 
8. Greeting Visitors 
9. Attendance Check, 
Excused Absences, etc. 
10. Delivering Supplies 
11. School Lunch Supervision 
12. Playground Supervision 
13. Other -----------
V. PRINCIPAL'S ADMINISTRATIVE RESPONSIBILITIES 
In which of the following are you actively involved? 
A. Hiring and Supervision Full Shared No 
Responsibility Responsibility Responsibility 
1. Se l ecting Teachers ( ) ( ) ( ) 
2. Supervising Teachers ( ) ( ) ( ) 
3. Teacher Transfer ( ) ( ) ( ) 
4. Selecting Custodians ( ) ( ) ( ) 
5. Supervising Custodians ( ) ( ) ( ) 
6. Dismissing Custodians ( ) ( ) ( ) 
7. Selecting Clerical Workers ( ) ( ) ( ) 
8. Supervising Clerical Workers( ) ( ) ( ) 
9. Dismissing Clerical Workers ( ) ( ) ( ) 
B. Specific Activities 
1. Pupil Registration ( ) 
2. Pupil Discipline ( ) 
3. Pupil Dismissal ( ) 
4. School Budget ( ) 
5. In-Service Training ( ) 
6. Public Relations ( ) 
7. Parent Conferences ( ) 
8. School Safety ( ) 
9. Transportation ( ) 
10. Teacher Conferences ( ) 
11. Classroom Visitations ( ) 
12. Hot Lunch Program ( ) 
13. Student Body Organization ( ) 
14. P.T.A. Meetings ( ) 
15. Faculty Meetings ( ) 
16. Curriculum Planning ( ) 
17. Other ( ) 
A. Time spent on the 
1. 5 hours 
2. 6 hours 
3. 7 hours 
4. 8 hours 
VI. PRINCIPAL'S TIME DISTRIBUTION 
job during an average day 
) 
) 
) 
) 
5. hours (indicate) 
B. Indicate the approximate percentage of work hours spent in each of the 
following areas: 
1. Supervision 
a. In the classrooms % 
b. Meeting with teachers individually % 
c. Meeting with teachers in groups % 
2. Administration % 
3. Clerical Work % 
4. Teaching % 
5. Public Relations % 
6. Interviewing Salesmen % 
7. Other (indicate) % 
C. How much of your time per day should be devoted to classroom supervision? 
D. If the above goal is not be i ng achieved, why not? Please comment. 
